
























FY 06 RCRA Report: 
Initial Set Up Procedures to Prepare Tool for Use by Your Bureau/Office  

 

STEP Instruction Detail 
1.  Provide your 
Headquarters 
Program Staff 
Contact 
Information  

• Email the name(s) of your headquarters-level program manager(s) responsible for 
overseeing Green Procurement data and Waste/Environmental Management data to 
RcraReport@ios.doi.gov 

 This person(s) will have HQ-level administrative capabilities.   
 OEPC will email the identified HQ-program contacts a user name and password. 

2.  HQ-Program 
Contacts Log-in    

• Login at www.nbc.gov/rcrareport using the username and password supplied via email by 
OEPC 

 The HQ-level program contacts are the only users who do not have to complete the new user 
registration process.   

 You may change your password by clicking on the brown “Admin” tab, and then selecting the 
“Update Personal Information” from the list of options.  

3.  Set up your 
Regions List 

• Enter the names of your Bureau’s/Offices regions, central, or state offices. 
 Click on the brown “Admin” tab, and then select “Manage Regions List.”  You can add new names 

to the list or delete existing ones. 
 Bureaus and Offices that provided this information in 2004 should review for accuracy. 

4.  Set up your 
Facilities List 

• Enter and/or review your Bureau’s/Office’s list of facilities.   
 Click on the brown “Admin” tab, and then select “Manage Facilities List.”   
 You can add new facility names to the list or delete existing ones.   
 For each new facility, input the name of the facility, address, and the region or central office within 

which it resides. 

5.  Set Up 
Regional/Central 
Office Program 
Manager 
Accounts 

• Set up user accounts for two designated program managers within each of your 
regional/central offices.   

 Regional/central office program contacts are responsible for validating personnel logging in from 
field sites, and for reviewing and approving field site data. You may have one or two people 
perform this function.   

• HQ-level Green Procurement and Waste Program Managers need to set up accounts for their 
regional/central office contacts.  

 Click on the brown “Admin” tab, and then select “Manage User Accounts” where you can add new 
contacts to the list or edit/ delete existing ones.  Input address, phone number, and email 
information as well as identify the associated regional/central office.   

 Give all contacts the same initial password which they can change when they login. 

 

http://www.nbc.gov/rcrareport
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